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H I S  I S  T H E  F I R S T  I N  A  S E R I E S  O F  C I R C U L A R S  i n t e n d e d  t o  g i v e  
s o m e  i d e a  h o w  y o u ,  a s  a  l a y m a n ,  c a n  c o n t r i b u t e  t o  c o m m u n i t y  
p l a n n i n g  a n d  t o  t h e  i m p r o v e m e n t  o f  y o u r  c o m m u n i t y  e n v i r o n m e n t .  
T h i s  c i r c u l a r  c o n t a i n s  i n f o r m a t i o n  o n  h o w  t o  o r g a n i z e  a  c o m m i t t e e  
o f  l a y  c i t i z e n s  i n  o r d e r  t o  i m p l e m e n t  a  p a r t i c u l a r  p r o j e c t ,  h o w  t o  
p u b l i c i z e  t h e  p r o j e c t  a n d  e n l i s t  p u b l i c  s u p p o r t ,  a n d  h o w  t o  d i r e c t  
t h e  p r o j e c t  t o w a r d  i t s  c o m p l e t i o n .  
T h e  s e c o n d  c i r c u l a r  w i l l  d e a l  w i t h  s i t e  p l a n n i n g  a n d  p a r k i n g  
f a c i l i t i e s  - t w o  s u b j e c t s  w h i c h  w i l l  a p p l y  t o  y o u r  p r o j e c t ,  w h e t h e r  
i t  b e  c o n s t r u c t i o n  o f  a  s c h o o l ,  i m p r o v e m e n t  o f  y o u r  c o m m u n i t y  e n ­
t r a n c e ,  o r  l a n d s c a p i n g  o f  t h e  p u b l i c  s q u a r e .  O t h e r  c i r c u l a r s  i n  t h e  
s e r i e s  w i l l  i n c l u d e  i n f o r m a t i o n  o n  t h e  f o l l o w i n g  s u b j e c t s .  
•  T h e  p r o p e r  w a y  t o  p l a n  a  p r o g r a m  o f  t r e e  p l a n t i n g  i n  o r d e r  
t o  p r o v i d e  y o u r  c o m m u n i t y  w i t h  a t t r a c t i v e ,  s h a d e d  s t r e e t s .  
•  H o w  y o u r  c o m m u n i t y  c a n  p l a n ,  e s t a b l i s h ,  a n d  m a i n t a i n  a t ­
t r a c t i v e  a n d  f u n c t i o n a l  p u b l i c  p a r k s .  
•  W a y s  i n  w h i c h  t h e  e n t r a n c e  t o  y o u r  c o m m u n i t y  c a n  b e  m a d e  
m o r e  a p p e a l i n g  t o  t h o s e  e n t e r i n g  i t ,  t h e r e b y  m a k i n g  v i s i t o r s  f e e l  
w e l c o m e  t o  t h e  c o m m u n i t y .  
•  H o w  t h e  p u b l i c  s q u a r e  i n  y o u r  t o w n  m a y  b e  m a d e  i n t o  a  p l a c e  
o f  r e s t  a n d  r e c r e a t i o n  i n s t e a d  o f  b e i n g  d e a d  s p a c e .  
•  W a y s  i n  w h i c h  t h e  b u s i n e s s  d i s t r i c t  o f  y o u r  c o m m u n i t y  c a n  
b e  m a d e  m o r e  a t t r a c t i v e  t o  s h o p p e r s  a n d  t o  t h o s e  w h o  w o r k  t h e r e .  
•  I n f o r m a t i o n  o n  w a y s  t o  d e s i g n  a n d  l a n d s c a p e  s c h o o l  g r o u n d s  
i n  o r d e r  t o  p r o v i d e  a n  a t t r a c t i v e  a n d  s t i m u l a t i n g  e n v i r o n m e n t  f o r  
s t u d e n t s  a n d  t e a c h e r s .  
•  H o w  t h e  g r o u n d s  s u r r o u n d i n g  y o u r  c o m m u n i t y  h o s p i t a l  m a y  
b e  d e s i g n e d  t o  p r o v i d e  f o r  e f f i c i e n c y  a n d  o f f e r  a  r e s t f u l  e n v i r o n m e n t  
f o r  p a t i e n t s  a n d  e m p l o y e e s .  
•  H o w  b e s t  t o  p l a n  a n d  u t i l i z e  t h e  g r o u n d s  a r o u n d  y o u r  c h u r c h  
i n  o r d e r  t o  p r o v i d e  s p a c e  f o r  c h u r c h  f u n c t i o n s  s u c h  a s  p i c n i c s ,  p o t ­
l u c k  s u p p e r s ,  a n d  o u t d o o r  s e r v i c e s  i n  t h e  s u m m e r .  
T h e s e  c i r c u l a r s  a r e  o r i e n t e d  t o w a r d  l a y m e n .  W e  e x p e c t  t h e y  
w i l l  b e  u s e d  b y  c i t i z e n s  w h o  a r e  i n t e r e s t e d  i n  i m p r o v i n g  v a r i o u s  
a s p e c t s  o f  t h e i r  c o m m u n i t y ' s  p h y s i c a l  e n v i r o n m e n t  a n d  b y  p u b l i c  
a g e n c i e s ,  s u c h  a s  s c h o o l  b o a r d s  a n d  c h a m b e r s  o f  c o m m e r c e ,  i n  o r d e r  
t o  m a k e  d e c i s i o n s  i n v o l v i n g  c o m m u n i t y  i m p r o v e m e n t  a n d  t o  a p ­
p r a i s e  t h e  w o r k  o f  t h e  p r o f e s s i o n a l  l a n d s c a p e  a r c h i t e c t  w h o  w i l l  b e  
e n g a g e d  t o  d o  t h e  w o r k .  W e  d o  n o t  i n t e n d  t o  g i v e  a d v i c e  o n  h o w  
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to operate or organize a public agency. We do however feel that all 
such agencies should be striving to meet the needs of the people by 
making maximum use of available resources. Public agencies, such 
as school boards and park commissions, should also be willing to 
consider, and even to solicit, creative suggestions by citizens of the 
community and by committees organized by such public-spirited 
citizens. 
Any number of things, such as the accidental death of a child 
at a dangerous intersection or the invasion of the Dutch elm disease, 
may cause citizens to want to do something to correct the situation. 
Unfortunately, desire alone does not produce results. But a group 
of concerned citizens working together can often produce results 
by bringing a certain situation to the attention of public officials 
or by creating public support for a certain project - upgrading a 
city park, for example. The remainder of this circular will outline 
how you may organize a citizens' committee for a project, how to 
enlist public support for the project, and how to raise funds. 
Organizing Your Committee 
As you organize your citizens' committee, keep certain things 
in mind. First, set aside political feuds and prejudices. No matter 
what political faction a person may belong to, his primary concern 
as a member of the committee must be betterment of the community 
and success of the project. Disagreement among members of the 
committee will perhap arise regarding the best procedures to fol­
low in order to complete the project. In such cases, investigation 
of the facts and level-headed discussion will eventually produce 
the best solution. 
Your committee should be composed of a cross-section of the 
leaders in the community. }Vlembers might come from leaders in 
business, \vomen's clubs, churches, service clubs, ethnic groups, wel­
fare agencies, labor, and the local government. Be sure that all the 
members of your committee are sincerely interested in your project. 
A dozen people who have a sincere desire to improve their environ­
ment are worth more than a hundred professional joiners. The 
committee should also actively seek good volunteer workers. These 
workers, like the committee members, should be people from every 
segment of the community who are sincerely interested in the proj­
ect and are willing to devote their time and energies to its com­
pletion. 
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Surveying the Facts 
After your committee has been established, you will want to
inventory your situation and decide what needs to be done. Estab­
lish a specific program of action. Determine the scope of your
prospective project and set up priorities within this project ­ de­
cide what needs to be done first and what requires long-range plan­
ning. Then follow through with your plan. You should keep to
your original list of priorities as much as possible, deviating from
it only when absolutely necessary.
Try to find out how other communiti es that may have faced
problems similar to yours operated their projects. Do not, how­
ever, adopt another city's program unl ess you know the extent of
its original problem and to ,,-hat extent that problem has been solved
by its project. Remember that each problem is unique. If you adopt
another community's project, you will probably haye to alter it to
fit your own problem. An ineffective project is often worse than
no project. 
You should check with your municipal and county officials to
see whether there are circumstances or laws of which you do not
know that would make your project imposs ible. On the other hand, 
you may find that the project is something the officials themselves
have been trying to start. In this case you will have gained valuable
allies. 
Work in conjunction with other organizations, boards, and
agencies. Present your program to them. Often these other groups
will help you with your project. Sometimes you may find that your
projected program is already being planned by another group. In
such instances the two groups should join forces. Duplication of
effort by two or more groups is wasteful and inefficient. 
Publicizing Your Proiect 
No matter how worthwhile and well planned your project may
l=e, it will not be successful unless it is w idely publicized and ac­
cepted by the general public. You must use pamphlets and bro­
chures, newspapers, radio and television, neighborhood meetings,
and any other means at your disposal to inform the public of the
nature of your project and the necessity of its adoption. It is im­
portant that the people who will speak in behalf of your project in
public or write about it fo r the press be well in formed, have a posi­
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tive attitude toward the project, and be well known in the com­
munity. Your peakers will not only have to campaign in behalf 
of the project but will also have to defend it against any opposition 
that may arise. 
It is suggested that you use three types of publications - an 
introductory folder, newsletters, and annual reports - in placing 
your project before the public and reporting on its progress. But re­
member that a dull or unattractiye publication will not be effective. 
• The introductory folder will usually be the reader's intro­
duction to your project. Often this first impression will be the one 
that lasts, either gaining a supporter for the project or making 
little or no impact on the reader. Therefore the introductory folder 
should be as well designed as possible, concise, and well written. 
In outlining your project, this folder should also be provocative 
enough to make the reader \vant to investigate the matter further. 
You should also give information on how one may join your group 
to \\"ork for the project. 
• The newsletter will be issued periodically to inform the pub­
lic of the progress your project i making. It should be short and 
informatiYe, showing the public that your group is actively engaged 
in developing the project instead of just doing much talking and 
little work. The newsletter will also stimulate your workers re­
sponsible for yarious phases of the project to complete their work 
in time to be reported to the public. 
• The annual report will summarize your group's activities and 
the progress your project has made during the past year. It should 
also include an outline of your projected plans for the following 
year. You will gain public support through the annual report by 
showing the people that your organization is an asset to the com­
munity and deserves to be supported. It i often difficult for the 
public to see your clay-to-day progress. The annual report should 
show how much real progress has been made. 
When you are ready to publish your introductory folder, see 
if one of the members of your committee or one of the volunteer 
workers has had some printing experience. If not, you should see 
a reliable printer. He ,,-ill be able to tell you what you can get for 
the money you haye ayailable and will help you 'work out a schedule. 
Collect samples of folders, cartoons, and other items from which 
you can borrow material for the introductory folder. The printer 
\\-ill also be able to give you hints concerning the design of the 
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f o l d e r .  L a t e r  y o u  w i l l  p r o b a b l y  w i s h  t o  c o n s u l t  t h e  s a m e  p r i n t e r  
a b o u t  p r o d u c i n g  y o u r  a n n u a l  r e p o r t .  
T h e  i n t r o d u c t o r y  f o l d e r  a n d  t h e  a n n u a l  r e p o r t  s h o u l d  b e  r e ­
g a r d e d  a s  p u b l i c a t i o n s  o f  s o m e  p e r m a n e n c e  t h a t  p e o p l e  w i l l  w a n t  
t o  k e e p  f o r  r e f e r e n c e .  T h e  n e w s l e t t e r ,  o n  t h e  o t h e r  h a n d ,  i s  a  m o r e  
t e m p o r a r y  p u b l i c a t i o n .  I t  w i l l  p r o b a b l y  b e  d i s c a r d e d  w i t h i n  a  s h o r t  
t i m e  a f t e r  t h e  r e a d e r  h a s  a b s o r b e d  i t s  c o n t e n t s .  F o r  t h i s  r e a s o n  
t h e  n e w s l e t t e r  c a n  p r o b a b l y  b e  p r o d u c e d  b y  p e o p l e  i n  y o u r  g r o u p  
u s i n g  d u p l i c a t i n g  e q u i p m e n t  w h i c h  m a y  b e  a v a i l a b l e  a t  a  l o c a l  s c h o o l  
o r  p e r h a p s  f r o m  t h e  c h a m b e r  o f  c o m m e r c e .  
W o r k  u p  a  m a i l i n g  l i s t .  B e  s u r e  t o  i n c l u d e  a  c r o s s - s e c t i o n  o f  
y o u r  c o m m u n i t y  - e d u c a t o r s ,  c l e r g y m e n ,  b u s i n e s s  l e a d e r s ,  l a b o r  
l e a d e r s ,  l e g i s l a t o r s ,  a n d  m e m b e r s  o f  v a r i o u s  b o a r d s  i n  t h e  c o m ­
m u n i t y .  W h e n  i n  d o u b t  a b o u t  a  p e r s o n ,  p u t  h i m  o n  t h e  m a i l i n g  
l i s t .  Y o u  c a n  h a r m  y o u r  p r o j e c t ' s  c h a n c e s  o f  s u c c e s s  b y  l e a v i n g  
o f f  a  k e y  c i t i z e n .  l V l a k e  a  g o o d  l i s t  a n d  t h e n  b e  s u r e  t o  k e e p  i t  u p  
t o  d a t e .  
N e w s p a p e r s  c a n  b e  o f  g r e a t  h e l p  i n  t h e  p u b l i c i z i n g  o f  y o u r  
p r o j e c t .  Y o u  s h o u l d  u n d e r s t a n d ,  h u w e v e r ,  t h a t  n e w s p a p e r s  h a v e  
s p a c e  l i m i t a t i o n s  a n d  d e a d l i n e s  t o  m e e t .  A l s o ,  n e w s p a p e r  p e o p l e  
m a y  o f t e n  d i s a g r e e  w i t h  y o u  a b o u t  w h a t  i s  n e w s .  T h e  b e s t  a p ­
p r o a c h  i s  t o  c o n t a c t  t h e  e d i t o r  a h e a d  o f  t i m e ,  f i n d  o u t  w h a t  k i n d  
o f  i n f o r m a t i o n  h e  w a n t s ,  a n d  t h e n  s u p p l y  i t  t o  h i m  i n  p l e n t y  o f  
t i m e  t o  m e e t  a  d e a d l i n e .  W h e n  r e p o r t e r s  d o  a  g o o d  j o b  o n  y o u r  
s t o r i e s ,  c o m p l i m e n t  t h e m .  P e r h a p s  y o u  c a n  e y e n  g e t  t h e  p a p e r  t o  
p r i n t  a n  e d i t o r i a l  a b o u t  y o u r  p r o j e c t .  I f  y o u  a r e  n o t  c l e a r  a b o u t  
c e r t a i n  p h a s e s  o f  t h e  p r o j e c t ,  a s k  t h e  p a p e r  n o t  t o  p r i n t  a n y t h i n g  
o n  s u c h  p h a s e s  u n t i l  y o u  c a n  s u p p l y  m o r e  d e f i n i t e  i n f o r m a t i o n .  
R a d i o  a n d  t e l e v i s i o n  c a n  p r o b a b l y  p u b l i c i z e  y o u r  p r o j e c t  m o r e  
w i d e l y  t h a n  a n y  o t h e r  m e d i u m .  S u c h  e v e n t s  a s  g r o u n d - b r e a k i n g  
c e r e m o n i e s ,  m e e t i n g s ,  a n d  s p e e c h e s  a r e  m a d e  t o  o r d e r  f o r  r a d i o  
a n d  t e l e v i s i o n  n e w s  c o v e r a g e .  I n  m a n y  c o m m u n i t i e s  t h e  l o c a l  r a d i o  
s t a t i o n  s p o n s o r s  a n  o p e n  f o r u m .  T h i s  w o u l d  g i v e  y o u  a n  o p p o r t u ­
n i t y  t o  a n s w e r  q u e s t i o n s  a b o u t  y o u r  p r o j e c t  a s  t h e y  a r e  p h o n e d  i n  
b y  l i s t e n e r s .  W h e n e v e r  y o u  o r  o n e  o f  y o u r  w o r k e r s  i s  a p p e a r i n g  
o n  r a d i o  o r  t e l e v i s i o n ,  b e  s u r e  t h a t  y o u  h a v e  a l l  t h e  f a c t s  a b o u t  
y o u r  p r o j e c t  s o  t h a t  q u e s t i o n s  c a n  b e  a n s w e r e d  c o n c i s e l y  a n d  i n ­
t e l l i g e n t l y  a n d  r e b u t t a l s  o f  c r i t i c i s m  o f  t h e  p r o j e c t  c a n  b e  m a d e  
e f f e c t i v e l y .  
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Another \Yay in which you can publicize the project is by means 
of posters and displays. Local merchants are usually willing to 
have such displays in their store windows. Displays and posters 
can be constructed by members of your committee. Sometimes some 
unique items have been produced by school children. 
Financing Your Proiect 
It will take a certain amount of money to get your project under 
way - to organize your committee and publish the introductory 
folder as well as to take care of certain administrative expenses. 
Once the project is under way, a considerable amount of money 
may be required to complete it. 
You may obtain money to initiate your project in several ways. 
l\i[embers of your committee may be asked to donate, but such do­
nations should not have to be very large since these people will al­
ready be giving of their time and effort. Another way is to solicit 
contributions from townspeople. You should not be embarrassed to 
ask for money for a worthwhile civic project. Keep solicitations 
short, personal, and dignified. 
If your project is a large one - construction of a new school, 
for example - a great deal of money will be needed to complete 
it. In such cases your committee's job will be to inform the public 
of the merits of your project. Public opinion and your publicity 
campaign will make local officials and public agencies take action. 
A bond issue may be voted or there may be state or federal funds 
available to finance the project. Smaller projects, such as a beautifi­
cation program in a local park, may be financed by donations from 
townspeople and by citizens "vho volunteer their time, eliminating 
need to hire professional ,,y·orkers. 
Finally, there are several things you should keep in mind in 
anything you attempt in conjunction with the project. Always 
maintain the highest possible quality in your work. Be sincere and 
honest, and keep a positive attitude. There will be setbacks and 
periods of discouragement. But if you keep working on your proj­
ect, publicizing it, and campaigning for support, the result will be 
a better community for you, your family, and your friends to live 
in and a more appealing place for strangers to visit and to patronize. 
Good luck. 
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